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This Quick Reference Guide will assist a manager with reviewing an incident in the UHC Safety Intelligence™, powered

by Datix® system. As a manager, you are responsible for editing events, completing a review, consulting other managers

and attaching additional documents as needed.

DISCLAIMER: All data displayed on screens is fictitious and does not reflect actual client data or actual user names. Any similarity is

purely coincidental.

Logins to UHC Safety Intelligence™ testing and live sites

Testing Logins-DOPs/CAPs Start testing now.          Go-Live Logins-DOPs enter actual reports 6/1/15, CAPs TBD.

Login by clicking on the Login link (located in the upper left-hand corner of the screen). Once you login, you will be taken

to the Manager Home page.

Along the top of the screen are various menu options. The options displayed may be different depending on your level of

access in UHC Safety Intelligence
®

system.

3Password Use your mylacounty.gov password
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On the right side of the screen, you will see a list of the number of records by Status. You will also be able to see the

number of records that are overdue. The number of days when a record is considered overdue is determined by your

organization’s policy.

NOTE: You will only see records for events that you have access to – those events where you have been

assigned as a manager or consultant.

Click the records listed as Awaiting initial manager review to view the list of events assigned to you. In the example

above, click on the words 2 records to access the reports.

At the bottom of this screen you will also notice several Pinned Queries. The most common pinned queries are Active

reports that I have NOT reviewed and Active reports that I HAVE reviewed. These pinned queries can act as a ‘to-do’

list for you and they are tied to your security settings. As you acknowledge that you have completed your portion of the

review, your records will move from the pinned query of records you have NOT reviewed to the pinned query of records

you HAVE reviewed.

You will also notice that these pinned queries are for active reports. Active reports include anything that has not been

marked as Completed or Rejected.

The next screen (see below) will be the summary page - a listing of incidents with the status you selected. By default, the

records display in chronological order by Event Occurrence Date, with the oldest records displaying at the top of the list.

To reorder the list, click on any column heading.

Click on

column

headings to

re-sort the list.

Click on any

field in a row

to display

details of the

record.
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Reviewing and Editing an Event

This is an example of an Event Report that has not been customized for DMH.

A

B

C

The links on the left hand side of the
screen (A) are used to navigate to
different sections of the form. You can
use this to facilitate each step of the
review process.

The Event Report (B) section
displays the reference number, report
status and what status it should be
saved with (C), and reported
date/time.

Event Basics (D) includes the Event
Report just as the front line reporter
has entered it. You will need to
review this section carefully and
make any edits to this section as
permitted by your organization.
Once you click Save (H), these
changes will be saved for all the
assigned managers to see.

Navigate through each of the links
along the left hand side (A) and
conduct your review as applicable to
the event type. You may not need to
enter data on each page. For
example, if the incident is not related
to a medication, you may not need to
update the Pharmacy Manager
Review page.

NOTE: When you make an
adjustment to a field such as
Location, where a new manager may
be assigned to the event, add the
new manager as a consultant. (See
page 9 for more information on
adding consultants.)

D

E

F

G

H
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Approving Contacts

It is necessary to approve all contacts that are entered into Safety Intelligence®. When you approve a contact, you are
helping the system to determine if that person has been involved in any events prior to this one.

Important features of Contacts (E) (F) (G) (See previous page):

 Clients that are added to the Contacts database through the ADT interface will already have an Approval status of
“Approved”

 Contacts that are manually entered by a reporter or reviewer will have a status of “Unapproved”

 It is important to approve contacts so that they will be available for searching

To approve a contact, simply click on any field in the row to open the contact module and begin the process of approving

the contact.

You will be taken to the Contact details page for that person. Scroll to the bottom of the page and click Check for

matching contacts. A separate window will open to display any matches.

Clicking on any field in the row

displaying a contact that needs to

be approved will open the contact

module and allow you to begin the

process of approving a contact.
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If there is a match, the following screen will display. If the match is correct, click Choose.

The Approval status for the contact will automatically change to “Approved”. Click the Create Link button (located at the

bottom of your screen) to continue the event review. A popup window may display asking for confirmation to leave the

page. Click OK.

If there are no matches in the database, click Cancel.

The Contacts page will display again, but with a new field. It is important to confirm that the ***Approval status after

save *** shows “Approved”. Click the Save button on the bottom of the screen. The report is now linked to the Contact.

Click on the Manager Review for Event link. This is the part of the form where all managers to

provide review input. Respond to the questions listed under Manager Review for Event.

Identify Contributing Factors to this Event. It is important to identify all contributing factors relevant
to the event.
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Expanded dropdowns for medications outside of parameters question:

Next, you will complete the Notes section. This is where we recommend that managers communicate with each other. If

you have made any changes on the previous page, please indicate those here.

There are several items to keep in mind about this section:

 There is spell-check capability

 When a note is saved, the entry is date/time stamped with the logged-in manager’s name and job title

 Managers can edit their own note; however, a manager cannot edit another manager’s note

 There is no limit to the number of notes you may add
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Pharmacy Manager Review

The Pharmacy Manager Review tab will only display questions if it is a pharmacy related event.

Consultations

When additional input or review is required, the incident can be sent to another reviewer. If someone is already assigned

to review this event, but you need more information from them, you may add them again as a consultant. Click on the

Consultations panel to designate another reviewer.

 In the drop down box, you may search by first name, last name or job title

 You may add more than one consultant at a time

 The selected name(s) will display in the field labeled Consultant(s)

 Use the Notes to Consultants text box to communicate what, in particular, the consultant should review

 Once you click Save, an email message with a hyperlink to the incident report will be sent to the selected

consultant(s). Note that the email will not contain any incident information. Consultants will need to login to access

and review the incident report

NOTE: Adding someone as a consultant grants them the same security rights as all other managers assigned to

the event.

Attachments
You may add an attachment to an incident report. Click on Attachments followed by Attach a new document, as shown

below.
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You may attach any type of document; however, be mindful of the size of the document. Larger documents will take time

to upload and will fill up server space. Your local IT administrators may also limit the file types that can be attached.

In the Link as field, you can designate if the document should be OPEN (visible to all managers) or SECURE (visible only

to you and Q/R managers). Be sure to type a brief description so the manager or consultant will know what is included in

this document. At the Insert this file prompt, click on Browse to navigate to upload the document.

NOTE: By attaching a document, you are attaching a copy of the original document. If the source document is

updated, this copy within the event report will not automatically update. You will need to add the updated

attachment.

Submitting an Event

If you have done your review and you are not awaiting additional manager feedback, your review is complete. There is no

auto-submit, so you must manually move through the entire events process. Update the Current approval status field

(located on the Event Report panel) to Awaiting Q/R manager review.

Your manager review of an event is now finished.

NOTE: Q/R Managers are the only staff members who are able to set a record status as Complete. For DMH, these

are the Clinical Risk Management staff. For questions on completing the forms, email SafetyIntelligence.

See following example for completing an event and related managerial review for a fictitious client assault.



© 2013 UHC. All rights reserved. Page 9 of 10 Updated 4/28/15

Quick Reference Guide: Manager Review

Attachment 1 Sample fictitious managerial review
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